UNI TED STATES MARI NE CORPS
Commandi ng Gener al
Box 788100
Marine Corps Air G ound Conbat Center
Twentyni ne Pal ns, California 92278-8100

5200. 1C
45
19 Jul 99

COMBAT CENTER ORDER 5200. 1C

From Conmmandi ng Gener al
To: Di stribution List

Subj:  MARI NE CORPS | NTERNAL MANAGEMENT CONTRCOL PROGRAM

Ref : (a) Section 3512 of Title 31, United States Code (Public

Law 97- 255/ Federal Managers’ Financial Integrity Act
(FMFIA) of 1982) (NOTAL)

(b) Ofice of Managenent and Budget GCircular No. A-123,
Revi sed, “Managenment Accountability and Control,”
21 Jun 95 ( NOTAL)

(c) SECNAVI NST 5200. 35D “Departnent of the Navy Managenent
Control Program”™ 10 Dec 1997 (NOTAL)

(d) MCO 5200. 24C

Encl: (1) Checklist for Internal Management Control Program

(2) Managenent Control O ficer Appointnent Letter

(3) Control System Personnel Identification Certification

(4) @uidance for Conpl etion of Managenent Contr ol
Eval uati ons

(5) Format for Annual Managenment Control Certification
St atenent (Statenment of Assurance)

(6) Format for Reporting Acconplishnents/ Material
Waknesses

Report Required: Statenent of Assurance, para 7.

1. Purpose. To establish revised policy, procedures and reporting requirenments for
the Marine Corps Internal Managenment Control Program at the Conbat Center in
consonance with references (a) through (d), and clarify nmanagenent control and
accountability. This is a conplete revision and should be read in its entirety.

2. Cancellation. CCO 5200. 1B.

3. Background. Commander s/ managers are responsi bl e for ensuring that resources
under their cognizance are used efficiently and effectively, and that prograns and
operations are discharged with integrity and in conpliance with applicable | aws and
regul ations. The Internal Managenent Control Programis one tool available to
assi st you in the discharge of this duty. QOher tools such as conmand i nspecti ons,
eval uations, reviews, analyses, audits and investigations are available as well.

I mpl enent ati on of the Marine Corps Internal Management Control Program establishes a
system of managenent controls put forth in this guidance which enconpasses ALL
progranms and functions within the Marine Corps, and not just the conptroller
functions of budgeting, recording, and accounting for revenues and expenditures.
Usi ng the standards in appendix A to enclosure (1) of reference (d),
conmander s/ managers wi ||l incorporate basic internal managenent controls in the
strategies, plans, guidance and procedures governing all their progranms and
oper ati ons.

4. Action. Al Conbat Center Conmanding Oficers, Directors and O ficers-in-Charge
shal I :
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a. Take appropriate nmeasures to ensure effective inplenmentation of the Conbat
Center’s internal managenment control programfor their respective organizations and
all levels of their chain of command. Enclosure (1) is a checklist, which is
provided to assist with perform ng internal managenent control programrequirenents.

b. Appoint Managenment Control O ficers i n witing for all assessable units
within their purview using the format contained at enclosure (2). The appointee
wi Il sign an endorsenment acknow edgi ng the appoi ntiment and its inherent
responsibilities as delineated by the letter. The Director, Conptroller Directorate
(REA) will be a copy addressee on these appointnment |etters and endorsenents.

c. Take appropriate nmeasures to ensure that all mlitary and civilian
personnel responsible for systenms of control are identified, and that fitness
reports/ performance apprai sal systens for these individuals reflect any managenent
control responsibilities, acconplishments, deficiencies and corrective actions
undertaken. Acconplishnent of this action and identification of the personne
responsi bl e for managenment control systens shall be annually certified by 31 August
of each year using the format contained at enclosure (3).

d. Perform managenent control evaluations as directed by the Comandi ng
Ceneral . CQuidance on perform ng managenent control evaluations is contained at
enclosure (4). The two types of managenment control eval uations (Managenment Contro
Revi ews (MCRs) and Alternative Managenent Control Reviews ( AMCRs) are defined in
encl osure (1) of reference (d). Internal Managenent Control Program acconplishments
and material weaknesses shall be summarized with an estinmated date of conpletion for
all planned corrective action as part of the Managenment Control Eval uation and
Certification Statement (Statement of Assurance). The Statement of Assurance shal
be subnmitted in the format of enclosure (5) to the Comandi ng General, and sent to
the Conptroller Directorate (REA) via the assessable unit’s chain of comrand (i.e.
appropriate Oficer-1n-Charge, Commanding Oficer, or Director) enclosing the
managenent control eval uation

The Statenment of Assurance shall be based on the conpl eted Managenent Control Review
and nust take one of three forns:

(1) An unqualified statement of assurance (“l have reasonabl e assurance
that..n).

(2) Aqualified statenent of assurance (“l have reasonabl e assurance t hat
except for”). The material weaknesses that preclude an unqualified statement will
be i ncl uded.

(3) A negative statenent (“1 do not have reasonabl e assurance that .”) The
basis of this position will be sunmarized in the Statenent of Assurance. A copy of
this docunmentation will be kept on file at the assessable unit by the Managenent
Control OFficer.

5. Summary of Revision. This revision contains a substantial nunber of changes and
must be conpletely revi ewed.

6. | nformati on

a. Definitions. The terms, standards, and other applicable concepts used in
this instruction are defined in enclosure (1) of reference (d).

b. Policy. Al Conbat Center Commands and Directorates shall maintain
effective internal managenment control systens. Al l|evels of Conbat Center Conmand
and managenent shall:
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(1) Establish controls consistent with the standards contained in this
gui dance;

(2) Continually nmonitor and inprove the effectiveness of controls enploy ed
for their prograns.

c. Responsibilities

(1) The Director, Conptroller Directorate, Resource Evaluation and Accounting
(REA) Division is assigned cogni zance over the Conmbat Center’s Internal Managenent
Control Program and shall:

(a) Devel op program policy and procedures.

(b) Provide managenent, coordi nation and oversight of the
Conbat Center’s program

(c) Establish and maintain the Conbat Center’s assessable unit
i nventory.

(d) Establish and maintain the Conbat Center’s Managenent Control Plan
in accordance with the requirenents delineated by reference (d).

(e) Periodically reviewinternal managenent controls to evaluate the
adequacy of control systens and system docunmentation. This recurring requirenent
for such revieww Il be reflected in the
annual plan of the Review Branch, Resource Eval uation and Accounting D vision.
Conpliance with this order shall also be evaluated as part of all other reviews
conducted by the Review Branch, REA Division.

(f) Consolidate the results of managenent control eval uations conpl eted
by commanders and nmanagers as required in reference (d) and annually prepare the
Conbat Center’s Statement of Assurance and Results of Managenent Control Eval uations
submi ssion to CMC.

(g) Monitor and performfollowup on all material weaknesses reported by
assessabl e unit managenent control eval uati ons.

(h) Provide training as necessary.

(2) The Chief of Staff is the responsible officer for internal control
systens and will direct the Internal Managenent Control Programin a manner that
provi des reasonabl e assurance that a control -consci ous environnment is maintained at
t he Conbat Center.

7. Reserve Applicability. This Order is applicable to the Marine Corps Reserve.

/1signed//
D. T. LENNOX
Chief of Staff

D STRIBUTION:  A-2
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I nt ernal Managenent Control Program Checkli st

Conpl etion of this checklist is not a substitute for perform ng a MCR or using the
results of an AMCR, however, it will reduce the amount of tine required to perform
the revi ew

1. Applicable Guidance: |Is applicable guidance (MCO 5200.24C and CCO 5200. 1Q)
avai |l abl e to personnel responsible for internal management control s?

(1) Yes (2) No
2. Responsibilities of the assessable unit:

a. Has the Managenent Control O ficer been assigned specific responsibility for
i mpl enenting the Internal Managenent Control Program at the assessable unit?

(1) Yes (2) No
b. Are nmanagers eval uated on how effectively they adm ni ster internal managenent
controls? (e.g., are significant acconplishments/deficiencies docunented in
appropriate mlitary/civilian performance appraisal s?)
(1) Yes __ (2) No

c. Have responsi bl e managers and the Managenent Control Oficer received
training on how to perform managenent control eval uations?

(1) Yes (2) No
3. Performance of AMCRS:

a. Does the AMCR assist in determning overall conpliance by testing controls and
is it fully documented?

(1) Yes __ (2) No
b. Has the results of the AMCR been reported in the Statement of Assurance
following the format in enclosure (5) of this Order and forwarded to the Director,
Conptroller Directorate (REA)?
(1) Yes __ (2) No __
4. Performance of MCRS:

a. Has the person responsible for conducting the nanagenent control evaluation
been assigned and trained to conduct the MCR?

(1) Yes (2) No

b. Has the desired scope of the MCR been defined to describe what will be
revi ened?

(1) Yes __ (2) No __
c. Have target dates for start and conpletion of the MCR been established?

(1) Yes (2) No

ENCLOSURE (1)
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d. Have the functions and responsibilities of the assessable unit been described?
(1) Yes (2) No

e. Has the guidance applicable to the assessable unit been listed? ( e.g., MXQ
CCO, instructions, SOPS, etc.)

(1) Yes (2) No

f. Are current copies of the applicabl e guidance readily available for
appropri ate personnel ?

(1) Yes (2) No

g. Does applicabl e guidance provi de adequate policies and procedures for the
assessabl e unit?

(1) Yes (2) No

h. Have the actions (steps) to acconplish the functions of the assessable unit,
i ncludi ng i nput and out put processes been identified?

(1) Yes (2) No
i. |If these actions (steps) are identified in an organi zati onal manual
directive, SOP, etc., is the appropriate guidance |isted?
(1) Yes __ (2) No

j. Have the potential risks for fraud, waste, abuse and m smanagenent of the
assessable unit's resources been identified?

(1) Yes (2) No
k. Have internal managenment controls that are designed to reduce or elimnate
potential for fraud, waste, abuse or m smanagenment of the assessable unit's
resources been identified?
(1) Yes (2) No
|. Have the assessable unit's internal managenment controls been tested?
(1) Yes __ (2) No
m |Is the testing of the internal nanagenent controls fully docunented? Have the
transactions, docunents, reports, etc. that were used in the test, steps and actions
observed, personnel interviewed and their assessable unit responsibilities been
i dentified?
(1) Yes (2) No

n. Have applicable internal control standards from appendix A to enclosure (1) of
reference (d) that are not being conplied with been identified?

(1) Yes (2) No

ENCLOSURE (1)
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0. Have the results of the MCR been included in the statenent of assurance,
prepared in the format of enclosure (5) and forwarded to the Director, Conptroller
Directorate (REA) via the assessable unit’s chain of command?

(1) Yes (2) No
p. |If action required to correct an internal managenment contr ol
weakness is outside of the assessable unit's responsibility, has the individual,
di vi sion or organization that has responsibility been identified and provided with a
copy of the report with supporting documentation?

(1) Yes (2) No

g. Have copies of statements of assurance, MCRs, AMCRs and all supporting

docunent ati on been mai ntained in the assessable unit's Managenent Control O ficer
files?

(1) Yes (2) No

ENCLOSURE (1)
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Managenent Control O ficer Appointment Letter
Headi ng
5200
O fice Code
Dat e

From Commanding Oficer/Director/ O ficer-1n-Charge
To: (Name and SSN of Responsible Gvilian) or (Name, Rank,
SSN MOS of Responsible Mlitary)

Subj :  APPO NTMVENT AS MANAGEMENT CONTRCL OFFI CER

Ref:  (a) CCO 5200.1C
(b) MO 5200. 24C

1. You are hereby appoi nted as Managenment Control O ficer for this activity,
effective this date per reference (a).

2. You are responsible for ensuring that Managenent Control Eval uations are
performed for this activity when directed by the Conmandi ng General. You will
ensure that the Managenent Control Review or Alternate Managenent Control Review is
prepared in the proper format and that the results are included in this activity’'s
St at enent of Assurance. You will prepare the Statement of Assurance for this
activity and ensure that it is submtted to the Commandi ng General (Conptroller,
REA) when required. You will ensure that the individual conducting the Managenent
Control Evaluation has been properly trained. You will prepare this activity's
Control System Personnel Identification Certification and ensure that it is
submitted to the Conmandi ng General (Conptroller, REA). You will maintain copies of
al | managenment control program docunentation on file. You are directed to
thoroughly fam liarize yourself with the references.

2. You will indicate by endorsenent hereto, your notification of appointment to
this position. This appointnent may be revoked at any tinme. Revocation of your
duties will be in witing, addressed to you and reflecting the effective date.

3. A signed copy of this letter of appointnment, with accepting endorsenent, wll be
mai nt ai ned i n the Managenent Control Programfile of this activity.

Si gnature

ENCLOSURE ( 2)
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SSIC
O fice Code
Dat e
FI RST ENDORSEMENT
From (Name and SSN of Responsible Gvilian) or (Name, Rank,
SSN MOS of Responsible Mlitary)
To: Conmandi ng Officer/Director/Oficer-1n-Charge
Subj :  APPO NTMENT AS MANAGEMENT CONTRCL OFFI CER
1. | have read and understand the instructions contained in this appointing letter
and procedures contained in the references which apply to the Managenent Contr ol
Program | have received copies of the references.
2. | acknow edge receipt of this appointnent as Managenent Control O ficer and

agree to carry out ny responsibilities to the best of nmy abilities.

Si gnature

ENCLOSURE ( 2)
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Control System Personnel ldentification Certification
Headi ng
5200
O fice Code
Dat e

From Commanding Oficer/Director/ O ficer-1n-Charge
To: Conmandi ng General (Conptroller/REA)

Subj : CONTRCL SYSTEM PERSONNEL | DENTI FI CATI ON CERTI FI CATI ON

Ref:  (a) CCO 5200.1C
(b) MO 5200. 24C

Encl: (1) LIST OF CONTRCL SYSTEM PERSONNEL

1. The personnel identified in the enclosure are responsible for this

Directorate’ s/ Command’ s/ Unit’s control systens. Their Reporting Senior

or Supervisor has been informed of these additional responsibilities.

The fitness reports or performance appraisals for these individuals do reflect their
managenent control responsibilities, acconplishnments, deficiencies and corrective
actions undertaken as required by the references.

Si gnature

ENCLOSURE ( 3)
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Control System Personnel

Nane Rank/ Gr ade SSN Billet/Title Extension

ENCLOSURE ( 3)
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Qui dance for Conpl etion of Managenment Control Eval uations

1. Ceneral. A Managenent Control Evaluation is a detail ed exam nation of an
organi zati onal program function or resource (assessable unit) to determine if
adequate controls exist and are inplenented in a cost effective manner

2. Managenent mnust determine the nost appropriate and effective form of
Managenent Control Evaluation to be perforned. It is enphasized that a
Managenent Control Review (MCR) or Alternative Managenment Control Review (AMCR)
shoul d be perforned for an entire assessable unit.

3. Performance of AMCR. The AMCR shoul d deternmine the overall effectiveness of
operational conpliance with the internal nanagenent controls. The AMCR shoul d
identify weaknesses or deficiencies in the internal managenent control systemthat
need to be corrected. This type of review may use procedures devel oped for other
organi zat i onal purposes that provide adequate information on the effectiveness of
control techniques. AMCRs may al so use the results of audits, conputer security
reviews, quality assessnents, financial systens reviews, inspections and studies by
ext ernal agencies or conmand organi zati ons. AMCRs nust be docunented and shoul d

i nclude testing of controls.

4. Performance of MCR. The MCRis a detailed exam nation by the responsible
conmander/ of fi cer-i n-charge/ director/ manager of the system of managenent controls in
an assessable unit to determ ne the adequacy of controls, and to identify and
correct deficiencies. MCRs should be conducted only when a reliable alternative
source of information is not available and the review is expected to produce

ot herwi se unavai |l abl e docunentati on of what was done and what was found. The
followi ng procedures will be foll owed when performng a MCR: Each step will be
docunented. Adequate MCR documentation includes the Statenment of Assurance and a
witten description of internal managenment controls, how controls were tested,
results of the test, who performed the test, and findings and recommended corrective
actions. Docunentation should be sufficient to be understandable to a reasonably
know edgeabl e revi ewer. The MCR docunentati on nust be retained by the assessabl e
unit’s Managenent Control O ficer. Adherence to the preceding steps will sinplify
reporting procedures. The results fromthe performance of a MCR will be reported by
assessable unit’s Statenent of Assurance (See enclosure (5)).

a. Planning

(1) The desired scope of the MCRto be performed nust be defined to describe
what will be reviewed.

(2) Personnel to conduct the MCR nmust be assigned and target dates for
conpl etion of the MCR nust be established.

b. Describe the Functional Responsibilities. Describe the functions and
responsibilities of the assessable unit (What am | supposed to do?).

(1) Describe the functions and responsibilities of the assessable unit as it
relates to your command or activity (e.g., mssion statenent, standing operating
procedures (SOP), etc.).

(2) List the guidance which applies to the assessable unit (e.g., Mrine
Corps Orders, Conbat Center Orders, instructions, notices, SOPS, etc.).

ENCLOSURE ( 4)
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(3) Ensure that current copies of the applicable guidance are readily
avail abl e.

(4) ldentify any guidance that is not locally available, is outdated or
provi des i nadequate policy and procedures. The existence of this situation
i ndi cates a weakness in the assessable unit that requires corrective action.

c. Describe How the Function is Acconplished. Describe howthe job is done
(How do | do the job?).

(1) List the actions (steps) taken to acconplish the functions of the
assessabl e unit including input and output processes.

(a) If these actions (steps) are identified in an organi zati ona
manual , m ssion statenent, SOP, etc., identify the appropriate gui dance.

(b) If guidance is not available or current, the listing of actions
(steps) should be sunmari zed.

(2) ldentify and describe the potential risks for fraud, waste, abuse and/or
m smanagenent of the assessable unit's resources (What can go wong?).

(3) Identify the actions that reduce the risk in step 4c(2). These
actions represent the internal managenent controls for the assessable unit.

(4) ldentify those risks for which current controls are inade-quate or
excessive. Sone risks will be obvious because there will be no control or it wll
be excessive. Qher risks identified will require managerial judgnent. Sone risks
may have several controls that if taken individually are inadequate, but conbi ned
act as an acceptable level of control. Identify the applicable federal governnent
standard from appendi x A to enclosure (1) of reference (d) that is not nmet for
those risks with inadequate controls.

d. Determine if Responsibilities are being Acconplished. Test the
ef fectiveness of the controls identified in step 4c(3) and determne if the controls
are adequate (working as intended), nonexistent, weak or excessive (Am | doing the
j ob?).

(1) Test the effectiveness of the controls and determine if the federa
government internal control standards are being met. Select a representative nunber
of transactions, reports, etc. The follow ng testing techniques nay be used:

(a) Review. Examine the selected sample for accuracy, conpleteness,
timeliness, appropriate approving signatures and applicabl e supporti ng docunents.

(b) oservation. Qbserve the performance of each step to determne if
procedures and controls are being foll owed.

(c) Test docunent. Prepare and submt test docunents to determ ne the
ef fectiveness of controls. These docunents could contain inconplete and inaccurate
data and either a fictitious or inappropriate authorizing signature.

(d) Interview. Talk with the personnel directly involved with the
assessable unit to determ ne their awareness of procedures, responsibilities and
controls. This testing technique should be used to suppl ement other testing
nmet hods.

ENCLOSURE ( 4)
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(2) Testing must be fully docunmented by identifying:
(a) The transactions, docunents, reports, etc. used in the test.
(b) Steps and actions observed.

(c) Personnel interviewed and their assessable unit
responsibilities.

e. MR Results. ldentify weaknesses discovered during the review, the
correspondi ng corrective actions and estinmated conpl eti on dates.

(1) For weaknesses identified in 4b(4), 4c(4), 4d of the review provide:

(a) A brief description of each weakness identified and
actions to be taken or conpleted to correct the weakness.

(b) An estimated conpletion date for each required corrective action or
actual date conpleted

(2) The reporting format is provided as encl osure (6).
(3) If a particular corrective action is outside your cogni zance, identify the

i ndi vidual, division or organization that has responsibility and provide them a copy
of the review and any supporting docunmentation

ENCLOSURE ( 4)
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Format for Annual Managenent Control Certificate Statenent
("Statenment of Assurance")
Headi ng
SSIC
O fice Code
Dat e
From Commanding Oficer/Director/ O ficer-1n-Charge
To: Conmandi ng General (Conptroller/REA)
Subj :  RESULTS OF MANAGEMENT CONTROL EVALUATI ON AND CERTI FI CATI ON
STATEMENT FOR ( ASSESSABLE UNI T)
Ref : (a) MCO 5200. 24C
(b) CCO 5200. 1C
Encl: (1) Acconplishnents/Material Waknesses Identification and Corrective Actions

(2) Managenent Control Eval uation of

1. This unit has evaluated the systemof internal administrative and accounting
controls in effect during the fiscal year ending 31 August. The eval uati on was
performed per Marine Corps policy contained in the references. Internal Managenent
Control Program acconplishnents and identified material weaknesses are detailed in
t he encl osures.

2. (Include one of the followi ng: |I have reasonabl e assurance that managenent
controls are in place and operating effectively; | have reasonabl e assurance that
managenent controls are in place and operating effectively, except for the materia
weaknesses provided in the enclosures); or, | do not have reasonabl e assurance that
managenent controls are in place and operating effectively), and the objectives of
t he Federal Managers' Financial Integrity Act were/were not achieved.

3. This statenent is based upon the results of the encl osed managenent contro
eval uati on conpl eted by (Rank/ G ade, Name, SSN) on (date) (and know edge gai ned from
ot her sources that are attached).

Si gnature

ENCLOSURE ( 5)
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Format for Reporting Acconplishments/ Material Waknesses
Description of Material Wakness or Acconplishnment : Provide a brief narrative

summary descri bing the acconplishnment or material weakness and its scope; i.e.
| ocal ., area w de, service-w de, etc.

Functional Category: |Indicate which Managenment Control Reporting Category (shown at
Appendi x B to enclosure (1) of reference (a)) is applicable to this materia
weakness.

Corrective Action: Summarize the corrective action pl anned.

Target Date: Indicate the targeted correction date.

Validation Process: Briefly explain howthe effectiveness of the corrective
action(s) will be denonstrated.

Results Indicators: Describe key results that have been or will be achieved.
Quantitative and/or qualitative neasures that determ ne the benefits derived or that
will be derived fromthe corrective action(s), and the overall inpact of the
correction on operations should be described. |If the anmount of nonetary benefits
can be determned, it should be reported here

Source(s) ldentifying Wakness: Material weaknesses nmay be identified by Management
Control Reviews or by any of the followi ng Alternative Managenent Control Revi ew
sources: (a) DODI G audits; (b) NAVAUDSVC audits; (c) GAO audits; (d) MCNAFAS audits;
(e) MCAATS or (f) other sources. Indicate the source used. Wien audit findings are
the source of the material weakness identification, provide the title, report

nunber, and date of the audit report that identified the weakness. |If the weakness
was identified by nore than one source, list all identifying sources, in order of
signi ficance.

Maj or Ml estones in Corrective Action: A mlestone chart is to be provided that

i ndi cates actions taken and actions planned. It should be separated into three
categories: (a) conpleted mlestones, (b) mlestones to be achi eved during the next
fiscal year, and (c) mlestones to be achieved after the next fiscal year. Report
m | estones in chronol ogical order. The final mlestone reported nmust be the

m | estone associated with verification of the corrective actions. For nost materi al
weaknesses, this final mlestone will consist of achieving the validation reported
in the preceding item]labeled "Validation Process.” Al planned mlestones should

reflect a specific date, by nonth and year. The format for reporting materia
weakness mil estones foll ows:

Conpl eted M1 estones: M estone:

Pl anned M| estones (Next FY): Date: M| estone

Pl anned M| estones (Beyond Next FY) Date: M estone:

Poi nt of Contact: The nane and tel ephone nunber of the official responsible for
adm nistering inplenmentation of all identified corrective actions for this materia

weakness.

Docunentati on of the MCE: See enclosure (4) of this Order for details on how to do
t hi s.

ENCLOSURE ( 6)
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This enclosure will contain the docunentation of the MCE (MCR or AMCR as set forth
in enclosure (3)

ENCLOSURE ( 6)



